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Federal Acquisition Regulation 4.802

4.705–3 Acquisition and supply
records.

(a) Store requisitions for materials,
supplies, equipment, and services: Re-
tain 2 years.

(b) Work orders for maintenance and
other services: Retain 4 years.

(c) Equipment records, consisting of
equipment usage and status reports
and equipment repair orders: Retain 4
years.

(d) Expendable property records, re-
flecting accountability for the receipt
and use of material in the performance
of a contract: Retain 4 years.

(e) Receiving and inspection report
records, consisting of reports reflecting
receipt and inspection of supplies,
equipment, and materials: Retain 4
years.

(f) Purchase order files for supplies,
equipment, material, or services used
in the performance of a contract; sup-
porting documentation and backup
files including, but not limited to, in-
voices, and memoranda; e.g., memo-
randa of negotiations showing the prin-
cipal elements of subcontract price ne-
gotiations (see 52.244–2): Retain 4 years.

(g) Production records of quality con-
trol, reliability, and inspection: Retain
4 years.

[48 FR 42113, Sept. 19, 1983, as amended at 63
FR 34060, June 22, 1998]

4.706 [Reserved]

Subpart 4.8—Government
Contract Files

4.800 Scope of subpart.
This subpart prescribes requirements

for establishing, maintaining, and dis-
posing of contract files for all contrac-
tual actions. The application of this
subpart to contracts awarded using the
simplified acquisition procedures cov-
ered by part 13 is optional. (See also
documentation requirements in 13.106–
3(b).)

[60 FR 34746, July 3, 1995, as amended at 61
FR 39191, July 26, 1996; 62 FR 64917, Dec. 9,
1997]

4.801 General.
(a) The head of each office per-

forming contracting, contract adminis-
tration, or paying functions shall es-

tablish files containing the records of
all contractual actions.

(b) The documentation in the files
(see 4.803) shall be sufficient to con-
stitute a complete history of the trans-
action for the purpose of—

(1) Providing a complete background
as a basis for informed decisions at
each step in the acquisition process;

(2) Supporting actions taken;
(3) Providing information for reviews

and investigations; and
(4) Furnishing essential facts in the

event of litigation or congressional in-
quiries.

(c) The files to be established in-
clude—

(1) A file for cancelled solicitations;
(2) A file for each contract; and
(3) A file such as a contractor general

file, containing documents relating—
for example—to (i) no specific contract,
(ii) more than one contract, or (iii) the
contractor in a general way (e.g., con-
tractor’s management systems, past
performance, or capabilities).

4.802 Contract files.

(a) A contract file should generally
consist of—

(1) The contracting office contract
file, which shall document the basis for
the acquisition and the award, the as-
signment of contract administration
(including payment responsibilities),
and any subsequent actions taken by
the contracting office;

(2) The contract administration of-
fice contract file, which shall docu-
ment actions reflecting the basis for
and the performance of contract ad-
ministration responsibilities; and

(3) The paying office contract file,
which shall document actions pre-
requisite to, substantiating, and re-
flecting contract payments.

(b) Normally, each file should be kept
separately; however, if appropriate,
any or all of the files may be combined;
e.g., if all functions or any combina-
tion of the functions are performed by
the same office.

(c) Files shall be maintained at orga-
nizational levels that shall ensure—

(1) Effective documentation of con-
tract actions;

(2) Ready accessibility to principal
users;
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